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INFORMATION PAPER 

Training Resources 

The Defense Travel Management Office (DTMO) provides an extensive collection of resources to 

support DoD users. These travel resources are frequently reviewed and revised based upon 

system or policy changes to enhance user skills and support training. They include: 

 eLearning: Comprising Web-based training and Distance Learning. 

 Instructor Resources: Access to the Enterprise Web Training System, and courseware 

summary for instructors. 

 Reference Materials: Manuals, quick reference materials, guides, and information 

papers. 

*In this information paper, “you” refers to anyone who needs access to training resources; 

travelers, Non-DTS Entry Agents or travel clerks, Approving Officials (AOs), and Defense Travel 

Administrators (DTAs). 

This information paper focuses on “Reference Materials” and is current as of March 25, 2022. 

We will periodically revise the document listing. You can always find the complete list of 

materials on the DTMO Main Training page, under the Training Resources Lookup Tool. 

Below is a list of newly updated “Reference Materials”. You can access the materials directly by 

using the URL or by searching the DTMO Training Resources Lookup Tool.  

Guides and Manuals  

 AO/CO Guide  

https://www.defensetravel.dod.mil/Docs/Training/AO_CO_Guide.pdf 

 CBA Recon Manual  

https://www.defensetravel.dod.mil/Docs/Training/CBA_Users_Manual.pdf 

 DoD DTS Best Practices Guide 

https://www.defensetravel.dod.mil/Docs/DoD_DTS_Best_Practices.pdf 

 DTS Reservation Process Guide  

https://www.defensetravel.dod.mil/Docs/Training/Reservation_Process_Guide.pdf 

 Financial Field Procedures Guide (FFPG)  

https://www.defensetravel.dod.mil/Docs/Training/Financial_Field_Procedures_Guide.p

df 

 Guide to Managing Travel Incurred Debt  

https://www.defensetravel.dod.mil/Docs/Guide_to_Managing_Travel_Incurred_Debt.p

df 
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 ITA Guide  

https://www.defensetravel.dod.mil/Docs/Training/Invitational_Travel_Guide.pdf 

 DTS Guide 1: Overview  

https://www.defensetravel.dod.mil/Docs/DTS_Guide_1_Overview.pdf 

 DTS Guide 2: Authorizations  

https://www.defensetravel.dod.mil/Docs/DTS_Guide_2_Authorization.pdf 

 DTS Guide 3: Vouchers 

https://www.defensetravel.dod.mil/Docs/DTS_Guide_3_Voucher.pdf 

 DTS Guide 4: Local Vouchers 

https://www.defensetravel.dod.mil/Docs/DTS_Guide_4_Local_Voucher.pdf 

 DTS Guide 5: Group Authorizations 

https://www.defensetravel.dod.mil/Docs/DTS_Guide_5_Group_Authorization.pdf 

Information Papers 

 72-Hour Air Reservation Auto-cancellation  

https://www.defensetravel.dod.mil/Docs/Auto_Cancellation_Information_Paper.pdf 

 DTS Reports Scheduler Reports - contains the new audit reports 

https://www.defensetravel.dod.mil/Docs/Training/Report_Scheduler_Reports.pdf 

 Introduction to Import / Export  

https://www.defensetravel.dod.mil/Docs/Import_Export_Information_Paper.pdf 

 Making Changes to DTS Documents  

https://www.defensetravel.dod.mil/Docs/Adjustments_and_Amendments_Information

_Paper.pdf 

 How to correct EFT Returns  

https://www.defensetravel.dod.mil/Docs/How_to_Correct_EFT_Returns.pdf 

 DFAS Check Trace Process  

https://www.defensetravel.dod.mil/Docs/DFAS_Check_Trace_Process.pdf 

 How to Calculate Local POV Mileage 

https://www.defensetravel.dod.mil/Docs/How_to_Calculate_Local_POC_Mileage.pdf 

 How to Claim an Airline Checked Bag Fee 

https://www.defensetravel.dod.mil/Docs/How_to_Claim_Airline_Checked_Baggage_Fe

e.pdf 

 Updating GTCC in an Authorization 

https://www.defensetravel.dod.mil/Docs/Updating_DTS_Auth_with_GTCC_Info.pdf 
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 Updating GTCC in a Profile 

https://www.defensetravel.dod.mil/Docs/GTCC_Profile_Update.pdf 

 Updating Itinerary and Reservations in a Voucher 

https://www.defensetravel.dod.mil/Docs/Training/UpdatingItineraryVou.pdf 

 Updating Itinerary and Reservations in an Authorization 

https://www.defensetravel.dod.mil/Docs/Training/UpdatingItineraryAuth.pdf 

 Introduction to CBA Process 

https://www.defensetravel.dod.mil/Docs/Intro_to_CBA_Reconciliation.pdf 

 Introduction to Constructed Travel  

https://www.defensetravel.dod.mil/Docs/Constructed_Travel_Information_Paper.pdf 

 Managing Multiple DTS Profiles 

https://www.defensetravel.dod.mil/Docs/Training/Multiple_Profiles_in_DTS.pdf 

 DTS Introduction  

https://www.defensetravel.dod.mil/Docs/DTS_Background_Information_Paper.pdf 

 Required Information for TAC Help Desk Ticket  

https://www.defensetravel.dod.mil/Docs/Required_Ticket_Information_for_TAC.pdf 

 Self-Approving Official  

https://www.defensetravel.dod.mil/Docs/Self-Approving_Official_Information_Paper.pdf 

 DFAS Check Trace Process 

https://www.defensetravel.dod.mil/Docs/DFAS_Check_Trace_Process.pdf 

 Managing Multiple DTS Profiles 

https://www.defensetravel.dod.mil/Docs/Training/Multiple_Profiles_in_DTS.pdf 

 How to Access the AO-CO WBT  

https://www.defensetravel.dod.mil/Docs/Training/Accessing_Training_for_AOs_and_C

Os.pdf 

 How to Access the DTS Basics WBT  

https://www.defensetravel.dod.mil/Docs/Training/DTS_Basics_Training.pdf 

 How to Access the Managing Travel Card Misuse WBT  

https://www.defensetravel.dod.mil/Docs/Training/Accessing_Managing_Travel_Card_

Misuse_Training.pdf 

 How to Access Travel Card 101 Program WBT  

https://www.defensetravel.dod.mil/Docs/Training/Accessing_Travel_Card_Program_Tra

ining.pdf 
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 Manual Abandon Process   

https://www.defensetravel.dod.mil/Docs/Manual_Abandon_Stamp.pdf 

 Secure Flight Program   

https://www.defensetravel.dod.mil/Docs/Training/Secure_Flight_Program.pdf 

 Having and Using Multiple Profiles to Increase Audit Compliance  

https://www.defensetravel.dod.mil/Docs/DTS_Profile_Changes_to_Increase_Audit_Co

mpliance.pdf 

 Cross-Organization Funding  

https://www.defensetravel.dod.mil/Docs/Cross_Organization_Funding.pdf 

 Travel Advances for Restricted Airfare  

https://www.defensetravel.dod.mil/Docs/Advance_for_Ticketed_Restricted_Fare.pdf 

 Using Pay.Gov to Satisfy a Debt  

https://www.defensetravel.dod.mil/Docs/Using_Pay.Gov_To_Satisfy_a_Travel_Incurred

_Debt.pdf 

 General TraX Training Instructions  

https://www.defensetravel.dod.mil/Docs/Training/General_TraX_Training_Instructions.

pdf 

 Trip Cancellation Procedures in DTS 

https://www.defensetravel.dod.mil/Docs/Cancellation_Procedures_Information_Paper.

pdf 

 Determine PKI Expiration Date  

https://www.defensetravel.dod.mil/Docs/Determine_PKI_Cert.pdf 

 Document Lock Process  

https://www.defensetravel.dod.mil/Docs/Document_Lock.pdf 

 DTS Org Profile Change Information Chart 

https://www.defensetravel.dod.mil/Docs/DTS_Org_Change_Profile_Info_Chart.pdf 

 Global Group Membership Rules (GGMRs)  

https://www.defensetravel.dod.mil/Docs/Create_Update_Global_Groups.pdf 

 Add LMS LOAs to DTS Documents   

https://www.defensetravel.dod.mil/Docs/Training/Foreign_Military_Sales_Information

_Paper.pdf 

 BIRT indicators in DTS Profile  

https://www.defensetravel.dod.mil/Docs/Training/DTS_BI_and_Reporting_Tool_Indicat

or.pdf 
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 Book Hotel Rooms at Conference Rates   

https://www.defensetravel.dod.mil/Docs/Booking_Hotels_at_Conf_Rates.pdf 

 Budget and Audit Pass Issues   

https://www.defensetravel.dod.mil/Docs/Budget_and_Audit_Pass_Issues.pdf 

 Permissive Travel  

https://www.defensetravel.dod.mil/Docs/Permissive_Travel_Information_Paper.pdf 

 Updating Profile Information in DTS  

https://www.defensetravel.dod.mil/Docs/Updating_Profile_In_DTS.pdf 

 Understanding Travel-Incurred Debts 

https://www.defensetravel.dod.mil/Docs/Understanding_A_Travel_Debt.pdf 

 Restricted Airfares in DTS 

https://www.defensetravel.dod.mil/Docs/Look_Ahead_IP_2.pdf 

 Updating Local Level Support Contact Information 

https://www.defensetravel.dod.mil/Docs/Update_Local_Help_Desk_POC.pdf 

 Renewal Agreement Travel 

https://www.defensetravel.dod.mil/Docs/Renewal_Agreement_Travel_Information_Pa

per.pdf 

 Dependent Travel 

https://www.defensetravel.dod.mil/Docs/Dependent_Travel_Information_Paper.pdf 

 Expenses Screen for Travelers 

https://www.defensetravel.dod.mil/Docs/DTS_Expenses_Module_Traveler.pdf 

 Expenses Screen AOs 

https://www.defensetravel.dod.mil/Docs/DTS_My_Expenses_Screen_AO.pdf 

 Error Code#003 

https://www.defensetravel.dod.mil/Docs/Error_Code_003.pdf 

 Error Code #010 

https://www.defensetravel.dod.mil/Docs/Error_Code_010.pdf 

 Error Code#011 

https://www.defensetravel.dod.mil/Docs/Error_Code_011.pdf 

 Error Code#015 

https://www.defensetravel.dod.mil/Docs/Error_Code_015.pdf 

 Error Code#016 

https://www.defensetravel.dod.mil/Docs/Error_Code_016.pdf 
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 Error Code#026 

https://www.defensetravel.dod.mil/Docs/Error_Code_026.pdf 

 Error Code#029 

https://www.defensetravel.dod.mil/Docs/Error_Code_029.pdf 

 Error Code#030 

https://www.defensetravel.dod.mil/Docs/Error_Code_030.pdf 

 Error Code#034 

https://www.defensetravel.dod.mil/Docs/Error_Code_034.pdf 

Trifolds  

 Authorizing Official Checklist and Instructions 

https://www.defensetravel.dod.mil/Docs/Training/Tri-fold_AO_Checklist.pdf 

 Create an Authorization/Order 

https://www.defensetravel.dod.mil/Docs/Training/Authorization_Tri-fold.pdf 

 Create a Voucher from Authorization 

https://www.defensetravel.dod.mil/Docs/Training/Voucher_from_Authorization.pdf 

 Create a Local Voucher  

https://www.defensetravel.dod.mil/Docs/Training/Local_Voucher_Tri-fold.pdf 

 DTA Flow Process  

https://www.defensetravel.dod.mil/Docs/Training/DTA_Flow_Process.pdf 

 Partner System Traveler Instructions for Competing an Imported Authorization in DTS  

https://www.defensetravel.dod.mil/Docs/Training/TriIEAuth.pdf 

 Instructions to Cancel a Trip  

https://www.defensetravel.dod.mil/Docs/Training/Cancel_A_Trip_Tri-fold.pdf 

 Trip Cancel Procedures - AOs  

https://www.defensetravel.dod.mil/Docs/Training/AO_Cancel_Procedures.pdf 

 Adjust or Amend an Authorization with Itinerary or Reservation Changes 

https://www.defensetravel.dod.mil/Docs/Training/UpdatingItineraryAuth.pdf 

 Adjust or Amend a Voucher with Itinerary or Reservation Changes 

https://www.defensetravel.dod.mil/Docs/Training/UpdatingItineraryVou.pdf 
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